Suggest New Vendor in e-Procurement 8.9

Overview

This Job Aid shows the step-by-step processes for using Suggest New Vendor while creating a Requisition in eProcurement.

Purpose

Suggest New Vendor is used while creating a Requisition only when the desired vendor does not already exist within OMNTI's
Vendor File. This option allows Requisitions to be created and the Vendor File to be updated with new information
simultaneously using "Suggest” as the selected Vendor. This signals Purchasing to confirm and enter the Vendor information
and update that information on the Requisition once the new Vendor is ready to be used.

New Icons
Some icons have changed within the upgrade. Please be aware of these new icons and their related links.

b Expand Section

Q Look up Glass

¢~ Comments

G Comment field with previously existing comments.
=1 Ship To Address

¥  spell Check

= Line Details

Procedure

This procedure is very closely related to the "Entering a Requisition in e-Procurement” Job Aid on the Purchasing website
(www.purchasing.fsu.edu.), and incorporates the method to Suggest New Vendor alongside the regular creation of a
Requisition in e-Procurement.
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Navigation

eProcurement> Create Reguisition

Step 1 Define Requisition - eFrocurement A
[» Buyer Center

[+ Pracurament Card Center
[ FSU MBE Reparts
— Create Requisition

Create Requisition

The Create Requisition page

— Manage Requisitions ‘ E‘ 1. Define Requisition Eh; 2. Add Items and Services \ga 3. Review and Submit
requires defaults to be sent - Beceive ltems — _ _ _ —
. . . — Eeporls Specify requisition name, requester, and ather infarmation that applies 1o the entire reguisition.
before adding lines/items on the | - vProfie
. e [» Grants Business Unit: Q. Florida State University
Define RCQLHSlTIOH tab. I> Project Costing
I Travel and Expenses *Requester: KSHEARER Q, Shearer, Kelley *Currency:
> Billing Requisition Hame: SuggestWendoar in eFProcurement Priority: Medium b
. v
: Requisition S ; ) . . o
Clle Vendor‘ LOOkLIP Eyeglass Trelin reuest. Mote: The defaults specified below will he applied to requisition lines when there are no predefined values for these fields.
Vendor: | @ Vendor Location: Q
Please addd new line in arder to
save this reguistion. Categony aQ Unit of Measure: Q
Total Lines: 1]
Total Amourt (LSO 0 Ship To: ShimB143 |G [=] Modify Shipping Address
Due Date: El Attention:
Accounting Defaults
Chartfields1 |  Details
Location  GL Unit Dept fund PCBUS  pboiact Activity SOUTCE (. tonory  Subcate)
Unit TIype
sucata Q. Fsumt & Q Q Q Q Q Q Q
|
Cantinue |
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Step 2

Vendor Search page enables searches for Vendors
multiple parameters.

*Be sure the Vendor you will suggest does not
already exist within the database. The naming

sina

Vendor Search

Vendor ID:  /Suggest I

Mame:

Reset

convention for vendor short name is the first Short Vendor |
five letters of the first name and then the first |MName: |
five letters of the second name. City:
Country: | Q State;
Input: Postal Code: |
Vendor ID: Suggest
Click: Find &9  Enter search criteria to find a vendor.
Feturn to Define Begquisition
Step 3 Vendor Search
Yendor ID: SUGGEST
Click: Suggest link Name: | P—
Short Vendor |
Name:
City: |
Country: | Q State:

Yendor 1D Hame Location Address

MEUGGEST SUGGEST

Postal Code:

AL 1400 UNIMERSITY CEMTER

Return to Define Requisition

Custamize | Eind | Wigw &1 | Fir=t E 1of 1 IE' Last

TALLAHASSEE FL =
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Step 4

"SUGGEST" now appears as the Vendor.

Create Requisition

Ship To: ShMMB149 | QL =1 Modify Shipping Address

Due Date: El Attention:

Accounting Defaults
Chartfields1

Details

‘ |_=| 1. Define Requisition E‘&; 2. Add Items and Services \& 3. Review and Submit
Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: Q Florida State University

*Requester: KSHEARER Q) Shearer, Kelley “Currency:

Requisition Name: Suggestvendorin eProcurement Priority:
52

I vendor: SUGGEST |Q vendor Location: oo Q

Category: Q Unit of Measure:

hedium v

Continue

Location  GL Unit Dept fund  BCBUS bt Activity SOUTCE  ¢ppory  Subcategory
Unit Tvme
suCa14Q Fsuot |3 Q Q Q Q Q Q Q Q

Input:
Requisition Name: *Optional Create Requisition
CGTCgOt“y: E‘ 1. Define Requisition EQ; 2. Add ltems and Services \& 3. Beview and Submit
UOMZ Specify requisition name, requester, and other information that applies to the entire requisition.

e Date:
2:1_ DT. *O ti | Business Unit: 2 Flarida State Liniversity

ention: lona
Dept: P *Requester: KEHEARER Q, Shearer, Kelley *Currency:
Fu:d Requisition Name: |Suggesting avendorin ePro | Priority: Medium v

o
. Vendor:  |SUGGEST Q Vendor Location: |01
*Only enter the following when enor N
USfﬂg a p,-ajecﬂ Categony: 10100000 |Q Unit of Measure: EA, |Q
PC Bus Unit: FSUO1
Project: <Your Project Number ‘Create RMéqilisitiqu € [ Modif Shinninn Address
Activity: 1
E‘ 1. Define Requisition E‘E, 2. Add ltems and Services \33 3. Beview and Submit

Click: Continue

Step 5
“ Job Aid:  <Suggest a V

Add lines to the requisition, specifying the information necessary to procure each iterm or service.

Search: |

Special lterm

Fized Cost Service

Wariable Cost Service

Special Request
Select a Request Type

Time and Materials

21 Search

Feguest an item that is not listed in the Catalog.
Feguest a one-time service for a flat fee.
Feguest a service forwhich the fee is hased on the time worked.

Feguest a service forwhich the fee is hased on the time worked and materials used.




For Goods—
Click: Special Item link

For Services—
Click Fixed Cost Service link or Variable Cost Service link

Create Requisition

1. Define

Requisition

Bl
| oy

B

2. Add Items and Services 3. Revie

%

Add lines to the requisition, specifying the information necessary to procure each item ar service.

Search: |

Templates

*item Description:

"Price:
STep 6 *Quantity:

*Category:
Click: Suggest New Vendor link Vendor ID:

Vendor tem ID:

Nig 1D:
Mig ltem ID:

Special Request

*Currency:
*Unit of Measure: EA Q
10100000 Q Due Date: 1003002006 [+
SUGGEST QL SuUGGEST Sugnest Mew Yendar
Q.

[ Isendto Vendor

[ 1Show at Receipt

[IShow at Voucher

Add ftem |

Cancel |

Add and Start New Type |
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Step 7
Enter new vendor information.
Input:

Vendor Name:
Contact Name: *Optional
Country:

Address 1:

Address 2: *Optional
Email/Web: *Optional
City:

State:

Postal:

Phone Type:

Int'l Prefix:
Telephone:

Ext:

Suggest a Vendor

Vendor Hame: |':'fﬂ'3E Miracles

Contact Name: |J5"3k|‘f” Jones

Address Information

USA QU United States

Country:
Address 1: |235 Floures Lane
Address 2: |
Email / Welb: |
City: |Tampa
state  |FL QU Florida Postal; 32331

Phone Information

Phone Type:
Telephone: 443-7277 Ext: 111
Fax #: 250-443-4206
. S26BRTA94
Tin # 108
MBE Code

Fax #: *Optional
Tin #:
MBE Code: Review link for F|

Click: Suggest Vendor buttq

Requisition Summany

Description Gty UOM
tem#K57T1085, 60" 1 EA
Flasma...
Iterm # AAT8221, 1 EA
Projectar

S'I'ep 3 Total Lines: 2
Total Amount (USD. 1,700.00

Add Items and Services pqg

@ Job Aid:  <Suggest a

Create Requisition

1. Define Requisition 2. Add Items and Services \ga I 3. Review

and Submit

F Eh;

Add lines to the reguisition, specifying the infarmation necessary to procure each item or service.

Search: |

Templates | Special Request

1 Search

Special item

*item Description: |

*Price: ’7 *CUrrency:

*Quantity: ’7 *Unit of Measure: lr Q

“Category: Motoooo0 Q@ Due Date:; [ =
vendor ID: 0000000035 @ MDCVACUUM PRODUCTS Sungest New Vendor

Vendor tern 1D: |

Mfg ID: Q

Mg tem ID: |
Additional Information

[ Send to Vendor [[] Show at Receipt [ Show at Voucher

[Tl

Cancel | Add and Start Mew Type |




Input:

Item Description:
Price:

Quantity:

Additional Information:
*Comments optional

Click: Add Item

*When Add Item is clicked, this page will re-display blank to allow additional lines to be added.

For each additional line you

Must click Suggest New Vendor

Input:

Vendor Name: see line 1

Click: Suggest Vendor Notes: To create a multi-line Requisition continue to enter the above inputs
and click Add Item until all lines needed have been added.

The Requisition Summary box on the left-hand side of the screen will keep
track of lines as they are added for quick and easy reference.

“ Job Aid:  <Suggest a Vendor in eProcurement> 7 Modified on 11/9/2006



Step 4

Review and Submit page is used to review
line information and submit a Requisition to
workflow.

Click the expand icon o view more details
for each line.

Click: Save & Submit button to submit to
workflow

OR
Click: Save & Preview Approvals button to
save the Requisition without submitting it to
workflow yet.
Note: When you click Save and Preview you
may view the Approvers by clicking on the
link but to save and submit you must then
view printable version and then close it and
your Save and Submit button will become
accessible again.

Create Requisition

E‘ 1. Define Requisition

El‘.{; 2. Add Items and Services \E‘

3. Review and Submit

Review the details of vour requisition, make any necessary changes, and submit it for approval.

Business Unit: Flarida State University

*Requester: |KSHEARER

), Shearer, Kelley

Requisition Lines

Requisition Name: |Entering a Requisition in EPra

Ling Description Yendor Hame
GO 1 ftem #KST1085, 60" Flasma Flatscreen Ty MDC VACUUM 10000 Each 1,200,000 1,200.00

Consolidate with other Regs

FRODUCTS
Crverride Suggested vendor

*Currency:

Priority: _edium w

Status: Artive *Ship To:

Shipping Line: 1 Due Date:

Eﬂ Ouantity: 1.0000
ShintB 149 Q. [=] Modifs Shipping Address

Attention: |Shearer, Kelley

[+ [=]

*Distribute

Accounting Lines
[ chartfields1 T

SpeedChart; Q

Line |Status |Dist Type |*Location Quantity Percent |Amount GL Unit Entry Event |Dept Fund PC Bus Unrt‘

1 Open |sucataCy |

1.0000 1000000 1,200.00 [F5U01 Q) |

Q [227000 @ [110 Q@ Q

P 2 ltem#AATE221, Projector

[] BelectAllf Deselect Al

MDC VACLILM 1.0000 Each 500.000 so0.00 B

PRODUCTS

L addtofavarites | 5 Modify Line f Shipping § Accounting | EIDeIete|

Total Amount: 1,700.00 USD

JustificationiComments

i Check Budget |

[save as Template

E Save & submit || Eﬁaave & prewiew approvalsl x Cancel reguisition Find moare iterms
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Tip: Use the Line Details icon to see additional and
different information of a selected line.

How to Code a Help Ticket

For additional questions concerning the use of Suggest a
Vendor on a Requisition, please log a Help Ticket (in
Parature).

To log a Help Ticket, go to us.fsu.edu/help
Click Submit a Ticket link
Sign-in with your FSU ID & Password

Input the following for questions concerning this Job Aid
or other related issues:

Issue Area: Purchasing

Issue Type: Requisition
Summary: Suggest a Vendor

@ b Ai- <Suggest a Vendor in eProcurement>

Modified on 11/9/2006



